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Chapter 3
APPENDIX A -

HONORARY AWARDS

1. For the purpose of this Chapter, Honorary Awards are defined as awards given by this District, those administered by
CEMVD, awards given by HQUSACE, and finall

y awards that are made available at DA or higher levels of authonty
The following i is a list of Honorary Awards available

Memphis District Honorary Awards '
e e R mm&m*%%‘“\wmﬁ
Memphis District Certificate of Appreciation
Memphis District Leadership Excellence Award
Memphis District Designer of the Year Award _ _
Memphis District Outstanding Programs/Project Manager
Memphis District Award for Engineering Excellence
Memphis District Award for Outstanding Achievement
Commander’s Award for Civilian Service (may also be at CEMVD level)
Achievement Medal for Civilian Service )
Construction Quality Performance Certificate
' Letters of Memoranda or Commendation
Memphis District Commander's Coin

W’ R

Awards Sponsored by HQ USACE

S S R

Researcher of the Year Award

Programmer of the Year Award

The Planning Excellence Award

Outstanding Planning Achievement Award
Landscape Architect of the Year Award

Civilian of the Year Award

Natural Resources Project of the Year Award
Natural Resources Employee of the Year Award
Commander’s Logistics Management Excellence Award
The Outstanding Logistician of the Year Award
Meritorious Logistician of the Year Award
Library Recognition Award

Hard Hat of the Year Award
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Constructiqn Management Excellence Award -

Construction Inspector/Construction Representative of the Year Award
Civilian Award for Humanitarian Service (Also sponsored by DA)

DA and ngher Level Awards

President’s Award for Disﬁnguished Federal Civilian Service
Department of Defense Distinguished Civilian Service Award

Decoration for Exceptional Civilian Service (Secy of Army)
Meritorious Civilian Service Award

Civilian Award for Humamtanan Service (Alsb sponsored at MACOM level)

Secretary of Army Outstandmg Achievement in Matenal Acquisition
Superior Civilian Service Award
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HONORARY AWARDS
(Memphis District Awards)

2. Nominating Procedures

Memphis District Honorary Awards

The followingare hom:‘naﬁngprocédures jeristrict awards:

(1) Memphis District Cert:ﬁcate of Appreclatlon
S

59%%%&%%@%&&”&‘% i

Due Date

Within 60 days after the act or service being recognized.

Memelito

A RANAAR B B s i . AR

Cemﬁcate s1gncd by r.he Dlstnct Commandsr

Pul;pose

o o O R A b N O B

To prowde a means for the D:stnct Engmeer to give recognition to desemng individuals.

Eligibility

All Memphis District employees, and outside individuals and organizations.

Criteria

Normnauons for tlus award should be individuals or or

garuzauons whose service or contributions may not generally meet
the requirements for the CEMVM Certificate of Appr

eciation.
The individual or orgamzauon must have:

® Provided a superior service to the Memphis District and have enhanced the ability of the District to fulfill its
mission.

® Provided service to the public above what would normally be expecteﬁ of that positic_m.
® Provided a quality product or service above what was specified in a contractual agreement.

Nommatmg Official

Employee S supemsor

Any individual having direct knowledge of the accomplishment may also be the nominating official provided it is
coordinated with and concurred in by the supervisor. C
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Approving Official

AN

Division or Office Chiefs.
Deputy Commander
Commander

The approving official must be at least one level above the nominating officiat.

Documentation Required

AN it

'DAForm 1256, Incentive AwardNonunaﬂon& Approval

Iustlﬁcauon BondPaper or reverse of DA Form 1256

The jusnﬁcatmn should begin with the employee’s name, position title, grade and orgamzauon, and a statement that he or
she is being recommended for a Memphis District Certificate of Appreciation.
See Flgure A-1, this Append1x for Sample Just:.ﬁcatlon‘

Proposed Citation - 5 Copies

Sample citation is at Figure A-2, this Chapter. The originating office \mll prepare the Certificate of
Appreciation.

Ruutmg Procedures

B

All copies of the Justlﬁcatlon, Proposed Citation with the Form 1256 on top will be forwarded through appropnate
~ supervisory channels to the Civilian Personnel Advisory Center.

Presentation

This Certificate should be presented at an appropriate ceremony as determined by the Division/Office Chief’s

policy. As a minimum, the ceremony will be conducive to motwatmg other cmployees to increase productivity and
creativity. :

(2) Mem his District Leadershlp Excellence Award “

lApnl
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Memento

e N e P

. Plaqueand Certificate of Achievement (DAForm 2442)

.................................

Purpose

AL

N S i,

To recognize a District employee who has demonstrated leadership excellence.

Eligibility

All District employees are eligible for nomination provided thy

have been employed at the Distribt during the entire
nomination period.

'_Nominating Period

.\va.h'.'.'.'.‘Nrl.vm'\.')m.'\.w»-w(‘-.m'.waN.'fMA'.'.vM'\.'.'J\-WJ.v-vﬁ'.’m.wnw-mv:\a»

Specific contributions must cover a minimum period of 12 months within a 24-month period prior to the nomination.

Criteria

Specific Contributions. A leader must be a caring individual who demonstrates concern and is involved with his/her

Nominating Official

................... b A A

Any employee may make a nomination with concurrence of the nominee’s supervisor.

Approving Official

District Commander.

All nominations are reviewed by the Incentive Awards Committee members, who will make a recommendation to
the District Commander who will make the final selection. :

. Documentation Required

A L e e e T S e e e e =

Nominations will be submitted in original and nine copies (extra copi

es will be used for submission to CEMVD). The
nomination package will include: R : .

- Name of nominee
Position title and grade
Organization and location
Service computation date for activity
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A description of the nominee’s Specuﬁc leadership excellence which formed the basis for the nomination (1,000 words or
less).-

A proposed citation. See instructions for proposed citation ion page 4, this chapter,
DA Form 1256.

Routing Procedures

SRS N B 0 B B B B TR0 e

The nomination package will be submitted th.rough supemsory channels to the Incentive Awards Committee, ¢/o than
Personnel Advisory Center.

- Presentation:

A O PO S P e S B B B B

T‘ms award is prescntcd annually at the District’s Corps Day ceremonies.

e R

(3) Memphls Dlstrlct Designer of the Year Award

Due Date

1 April

Memento

A N AP I A O R O A AP N R

Plaque and Certificate of Achievement (DA Form 2442).

Purpose

L A R

To recognize a district designer or team of designers for outstandmg achlevemcnts in demgn

Eligibility

Nominations are limited to Engineering Dmsmnpersonnel (DwmetEngncermg Division Chief and Branch Chiefsare not
eligible)

Nominating Period

Any design approved by CEMVD and/or constructed within the 18 month period ending 31 March of the nomination year is -
eligible for competition. '
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Criteria
The basis for nomination and selection will be design excellence, unique and innovative concepts and unique and innovative
application of engineering principles and methods of analysis.

Nominating Official

s

A N AR

pran

Any districtemployee may make a nomination with concurrence of nominee’s supervisor.

Approving Ofﬁclal _

B 5 e

District Commander.

A A

(All nominations are reviewed by the Incentive Awards Committee members, 'who will make a recommendation to the District
Commander who will make the final selection.) _

Documentation Required

B A B0 0 A A,

Nominations will be submitted in original and one copy. The nomination package will include

A,

A cover sheet containing;
Name of nominee
Position title and grade
Organization and location

A dmﬁption of the nominee’s design containing 1,500 words or less. Pictures, sketchés or drawings may be
included. : ' .

A proposed citatidn. See example of proposed citation at Figure A-2, this chapter.
DA Form 1256 signed by the District Commander.

Routing Procedures

The nomination package will be submitted through supervisory channels to the Incentive Awards Committee, c/o
Civilian Personnel Advisory Center.

Presentation
This award is presented annually at the District’s Corps Day ceremonies.

e B 0 B 8 1 I o 8
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(4) Memphis District Outstandlng Programs/Prolect Manager Award
W%WW SirCti *«WME‘%. e ”

R ~W«ﬂﬁ’@%‘”/ﬁ”€
Due Date

LApril

Memento_

Plaqué and Certificate of Achievement (DA Form 2442)

Purpose

To recognizea DlST.nCI employce who has demonst:ated outstanding achievement in the Planmng, Programs and Project.
Management area.

Ehg1bthty Any cmhan employee of the District in a professional planning position at a grade GS-15 or below is eligible

Nominating Period

Accomplishments must have been achieved during the 12-month period prior to the nomination

Crltena

AP,

B A B DS BRSO

Specx.ﬁc Contributions. Nonnnees must have made, or have been pnmanly responsible for making, a specific contribution
in Programs and Project Management which resulted in significant improvement in doing business or mission
~ accomplishment. The contribution must have been individual and the result of the nominee’s own efforts.

Individual contributions made as a part of, or in association with, ﬁ task force or committee will qualify for this award.

Nominatihg Official

Any employee may make a nomination with concurrence of nominee’s supervisor.

Approvmg Ofﬁclal '

e

' DlStI'lCt Comman.d.er

~ All nominations are reviewed by the Incentive Awards Committee menibers, who will make a recommendation to the
District Commander who will make the final selection/approval.

Documentation Required

R RSOSSN SN SR8 B A B A S 8 8 B

Nominations will be subtmtted in ongmal and one copy. The nomination package will include
A cover sheet containing
Name of nominee
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Position Title and Grade

A description of the nominee’s specxﬁc accomphshments which formed the bas:s for the nomination (1, 000 words or less).

A proposed citation. See example of proposed citation at Figure A-2, this chapter.
DAForm 1256. '

Routing Procedures

A, s A

The nomination package will be submitted through supcmsory charmels to the Inoentwe Awards Commlttee c/o Civilian
Personnel Advisory Center,

Presentation

- Thls award is presented annually at the District’s Corps Day ceremonies.

(5) Mgmphls Dlstrlct Award for Engineering Excellence.

e e s e e

Due Date

Er

1 April

e

Memento

Y

Plaque and Certificate of Achievement (DAForm2442).

Purpose

Torecognize excellence in engineering.

Eligibility

net

Engineers at grade GS/GM 13 or below who have completcd 1o less than five years of Federal civilian service, and have been
employed by this District during the entire nomination period.

Nommatmg Period

AR A

.........................................

Spcmﬁc contnbunons cited under criteria below must cover aminimum peridd of one year within a 24-month period prior to
nomination,
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Criteria

Specific Contributions - Nominees must have made, or have been primarily responsible for making, a specific contribution in

some field of Engineering, which resulted in significant professional or technological progress. The conmbuhorn must have
been individual and the result of the nominee’s personal effort. :

Career Accomplishments - Nominees must have achieved an outstanding employment recoi'd, not directly related to the

special contribution or project, reﬂectmg career/self-development, noteworthy professional, executive or techmcal abilities,
and exemplary performance.

Other Recognition - Within the three year penod immediately preceding the 1ast day of the nominating penod, the nominee
must have received at least one of the following:

Successful Level I or Exceptional Performance Rating

Quality Step Increase

Performance Award

Special Act or Service Award

Other honorary or monetary recognition of comparable mgm.ﬁcance
Nominating Official

AR TIP O O O O B P B OO O RO 8

Any cmpkoyee may makc a nomination with concurrence of nominee’s supervisor.

Approwng Ofﬁclal

o B B B O O B B P B,

-D15tnct Commander

e B A A S P N B AR P

All nominations are reviewed by the Incentive Awards Com:mttee members who will make a recommendation to the District
Commanderwho will make the final selection/approval.

Documentation Required

Nommauons will be submitted in ongmal and one copy. (Original and six copies will be required for the package forwarded to
CEMVD). The nominationpackage will consistof :

A cover sheet containing:

Name of nominee

Position Title and Grade

Organization and location

Service Computation Date. for Federal Service

Service Computation Date for Activity

-Job Progression, including all Federal Civilian Service

Education level N

Membership in Professional Societies, Professional Registration/Certification, Licenses, etc.
A brief description of nominee’s current duties and responsibilities.

A description of nominee’s specific contributions which formed the basis for the nomination (1000 words or less)
A brief description of the nominee’s outstanding career accomplishments.

A list of nominee’s publications'(i.fany).
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A listing of previous awards and outstanding performance ratings received for the last three years.

A proposed citation. See example of proposed citation at Figure A-2, this chapter.
DAForm1256. ' ’

Routing Procedures

B L A N O T P B e A 8 O

The nomination package will be submitted through supervisory channel.s to the Incentive Awards Committee, /o Civilian
- Personnel Advisory Center. '

O O N A e

Presenta_tion

O O N i 0 LTI L LA

This award is presented ém:mally at

LERETEER TR TP Prr ey

the District’s Corps Day cerémonies. _

(6) Memphis District Award for Outstanding Achievement :
R s
Due Date 1 April '

Memento

Purpose

To recognize excellence in areas other than engineering.

Eligibility

e A T

Nominees must be serving in other than a Professional Engineer poéition at grades GS/GM-13 or below.
Nominees must have completed not less than five years of Federal civilian service. -
Nominees must have been employed at the District during the entire nomination period.

Nominating Per_ibd

R

UL AR A B B L B DSOS

- The nomination must cover a minimum period of one year within a 24-month period prior to the nomination.

Criteria
Specific Contribution -Nominees must have made, or have been primarily responsible for making, a specific

contribution in some field of endeavor, other than Professional Engineering, which resulted in material improvement

in service, in substantial financial or manpower savings, or in significant social or technological progress. The contribution
must have been individual and the result of the nominee’s own efforts. . '

Career Accomplishments - Nominees must have achieved an outstanding emplojment record, not directly related to the
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special contribution or project, reflecting ca:eer!self-development, noteworthy administrative, professmnal executive or.
technical abilities, and exemplary performance.

Other Recognition - Within the three year period immediately preoedmg the last day of the nominating penod, the nominee
must have received at least one of the following

Successful Level Lor Exceptional Performance Rating
Quality Step Increase

Performance Awﬁrd

Special Actor Service Award

Other honorary or monetary recognition of comparable sigﬁiﬁcance

Nominating Officml

T LY PR R R PEERE ] PR LR LECUrOR RNV EERRPEEREPREERE: O A O A S

Any employee may make a nomination w1r.h concurrence of nominee’s supervisor.

Approving Official

District Commander.

(All nominations are reviewed by the Incentive Awards Committee members who will make a recommendauon to the DlStI'LCt
Commander who will make the final selection.)

Documentatlon Required

.......

LR RREE)

PP e AN

Nominations will be subrmtted in ongmal and one copy. The nomination package will consist of
A cover sheet containing;

Name of nominee

Position Title and Grade

Organizationand location

Service Computation Date for Federal Service

Service Computation Date for Activity

JobProgression, includingall Federal Civilian Service

Education level

Membership in Professional Societies, Professional Reglstratmn! Cemﬁcanon, Licenses, etc.
A brief description of nominee’s current duties and responsibilities.

A description of nominee’s specific contributions which formed the basis for the nomination (1000 words or less).
A brief description of the nominee’s outstanding career acbomplishments.

A list of nominee’s publications (if any).

A listing of previous awards and outstanding performance ratings received for the last three years.

A proposed citation. See example of proposed citation at Figure A-2, this chapter.
DAForm 1256.
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Nomination Period

Normallya minimum period of one year of service.

Nomination Format

OO L DO SN E A S O DA B A SO B T EE OO R PR e

Nominations will be uutxated by the empluyee s supcmsor on DA Form 1256 and concurred in at each level below the District
Commander.

A proposed citation of not more than 70 words, hlghhglmng agmﬁcant achzevements will accompany the nomination. See
example of proposed citation at Figure A-2, this chapter. -

The District Commander will sign atthe lower right, with lus title and date certificate was mgned shown duecﬂybelow the
signature.

When the nominating official is also the approving official, the date the award is to be presented will be shown on the line at
the lower left of the certificate and signature and title of the approving official on the line at the lower right

(8) Achievement Medal for Civilian Service
e

This is the fifth highest DA honorary award. Ranks directly below the Commander’s award for Civilian Semce
Army regulations provide for District Commanders (0-5 and above) to approve this award.

Due Date

A 0 S S S

B B BB OSBRI BT

Within six months after completmn of the act/period to be cited.

Memento

- Medal, lapel pinand certificate (Achievement Medal for Civilian Service, DAForm 5654)

Succeeding awards will be recognized by issuance of a laurel leaf cluster.

Purpose

SRR R O R P BN T

~ Awarded for notewor[hy achievements of a lesser deg'rcc than those rccogmzsd by the Commander s Award for Civilian
Service. .

Ehglblllty

B O T B N AR OB A R

All appropriated fund employees are eligible for consideration.

(Recipients are eligible for a future granr of the same award if it is based on a different achievement or service performed
during a later perrod y
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Nominating Period

A nomination normally covers a period of service and/or level of achievement sufficient to warrant this recognition

Doc_umentation Required

e

AR, RSO,

L e

Nominations will be submitted in ongma.l and one copy The nommatmn package will mclude
A cover sheet conIaunng

Name of nominee

Organization and location

A descnptmn of the nominee’s specific accomplishments which formed the basis for the nomination (1,000 words or less).

A proposed citation. See example of proposed citation at Flgure A-2, this chapter.
DA Form 1256

Routing Procedures

The nommauon package w111 be submitted through the Civilian Personnel Advisory Center to the Commander for
approval. - ' .

Presentation

This award .will be presented at an appropriate ceremony.

(9) Constructlon Quality Performance Certificate -

AR,

A

15th day of the last month of each quartcr

A O AR N, A A A SNSRI

Memento

CLSTT RN EEEES CLEXERE)

Cemﬁcatc of Achlevement o -
(CEMVD also suggests a $250 On-The-Spot cash award)

Purpose

LR

To recognize .noteworthy achievements of Construction field personnel.

Ehglblllty

SERERERE)

Construcuon Fleld Ofﬁce employees at Grade GS—12 or below are ehglbie for this award.

Chapter 3, Appendix A Page 15



CEMVM-HR
MDR-672-1-1
7 June 2004

Approving Official

Chief, Construction-Operations Division.

Criteria

No quota is given for this award and no selection is reqmred, however, it is suggwtcd that each District have no more than :
one recipient per quarter. .

Evaluation should be based upon the following: -
Solid records of producing a quality product.
Furnishing timely and complete quality assurance reports.

Exercising independent judgement in the filed within cstabhshed authorities.
Exceptional Safety Racord on managed contracts.

o e o @

O P B O T P 0 D DS S,

The documentation will consist of

A description of the nominee's specific accomplishments which formed the basis for the nomination.

(The documentation should be suffient to show the recipient is outstanding, and should speak to the items specified in the
Criteria abovc It should also support the cash award recommended.)

A proposed citiation, and DA Form 1256 will be required if a cash award results from this nomination. (Use instructions for
proposed citation on page 4, this chapter). '

Routing procedures The Chief, Construction Division will forward the name of the selectee to CEMVD-CO-C not later than the
last working day of each quarter for inclusion in the Division and HQUSACE Newsletters.

When a cash award is involved, the nomination package will be forwarded to the Human Resources Office.
Presentation This award will presented at an appropriate ceremony.
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10) Gallery of Distinguished Civilian Employees -
B m—
Due Date ' ' '

O e e

31 January of each even numbered year

Memento -

e

s %ﬁﬁmmmwzw%mﬁwmﬁwoﬁ,@waw :
Portrait displayed in "Gallery of Distinguished Civilian Employees".

Purpose

e e
S

SR

i e T L

To provide honorary recognition to retired o
service to the Corps of Engineers. '

r deceased employees who have rendered distinguished and exceptional

Eligibility
R

~ Award will be based upon 30 years or more of credible service, at least 20 of which were served as a civilian

employee of the Corps of Engineers based on the service computation date, and have been in a retired status or
deceased for a minimum of two years prior to 1 March in which the ‘nomination is made.

Criteria

Rt e

Accomplished assigned duties in such a manner as to have been clearly exceptional and pre-eminent among all who
have performed like or similar duties; developed and/or improved methods and procedures which produced

extraordinary benefits for the Corps of Engineers; contributed substantially to the reputation and honor of the Corps of
- Engineers; and performed loyally and faithfully throughout the period of service. -

Nomination Format

s sy somsmwossmmmssmmmssssoy

A description of the nominee’s specific accomplishments which formed the basis for the nomination.

The documentation should be sufficient to show the recipient is outstanding, and shmxld speak to the items specified in

the Criteria above. Position, title, grade, organization location, and service competition date for Federal Service.
(See example of proposed citation at Figure A-2, this chapter.) :

i

SR

This award will be presented at an appropriate ceremony.
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Service Computation Date for Corps of Engineers
Job Progression, including all Federal Civilian Service
A brief description of notni_n;e's specific contributions that formed the basis for the nomination.

Process

B T CE e e e e

The Committee, comprised of Deputy Commander, Executive Assistam, Chiefs of P3MD, Engineering, Contruction-
Operations, Contracting, EEO, Resource Management Office, Real Estate, and one Chief (selected by Chief P3MD)

will deliberate and vote by secret ballot until the list of nominees is exhausted and nominees are rejected/selected. A
two-thirds majority of committee members present will be required for selection.

(11)'Letters of Memoranda or Commendation.

Bt

SR e e '1%€%Wm@ﬁ?%ﬁwwﬁﬁ%&%&%%ﬁﬁ%
This type recognition may be granted by supervisors or other appropriate persons for specific instances of above-

standard performance or work achievements by an individual employee or small group of employees that warrant
special recognition, but do not meet criteria for a higher award.

o

s
=

Letters or memoranda may be prepared by a supervisor or ofﬁcml having direct knowledge of the employee’s acts or
services, or performance warranting recognition.

Employees may use this type recognition as an addendum to thcu applications for promotlons requests for transfers,
etc.

(12) Memphis District Commander's Com.
e S

Semai e

SR

Due 'Date

Pt

i L S
With 90 days after the action or service being recognized.
Purpose

i 'M%“’&i G

S

To provide a means for the District Engineer to give recognition to deserving individuals granted in recognition of
-outstanding performance or an outstanding act by an employee of the Memphis District.

* All District employees arc eligible for this award.

* Normally presented on a quarterly basis; however, it can also be g1ven to recogmzc a single significant action or
accomplishment.

* It will notbe given concurrent with another honorary award i.e., in recognition of the same specific act.

Eligibility

All Memphis District employees, and outside individuals and organizations
Page 18
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(13) Special Recognition Awards -
B ————

Due Date _
v oo

One month prior to presentation

Memento

R

s e
A Special Recognition Device is a displayable acrylic device awarded by the Commander or Deputy Commander to recognize a
superior government service. . o - '

s
To provide a means of recognition for a superior government service the Memphis District as determined by the Commander
or his Deputy. ' : - -

Eligibility -
S e

L s s v

Any individual whose career w1th the Federal sérvice to the Memphis District is determined by the Commander or Deputy
Commander to merit special acknowledgement by receipt of this award.

Approving Official
i S e

i R

Only the Commander or Deputy Commander is authorized to approve a Special Reco
The Commander or Deputy will:

gnition Award.

a. Record approval or disapproval of the nomination on the nominati_on document.

b. Forward the annotated nomination document through the CPAC. The CPAC will forward a copy to the organization
nominating the employee. The organizaiton nominating the employee will coordinate budgeting preparation procurement/
presentation of approved Special Recognizition Service. The CPAC will maintain a file record of all nominations, both
approved and disapproved. ' _

Nomination Procedure

2 : S
Any member of the Memphis District may nominate an individual or group for a Special Recognition Service.

Supervisors wishing to nominate an individual or group of individuals for a Special Recognition Award must submit a
memorandum to the Commander or D

eputy identifying the nominee, the reason why presentation of a Special Recognition
Award may be appropriate. :

Chapter 3, Appendix A Page 19



CEMVM-HR
MDR-672-1-1
7 June 2004

HONORARY AWARDS
(DA and Highe_rHonorary Awa_rds)

The following are nominat_ing procedures for these awards.

(1) President’s Award for Dlstmgulshed Federal Civilian Servnce
B e

(This is the highest honorary award that the Federal Government can grant to career employees in recognition of
exocptlunal acmevemenxs that are of unusual benefit to the Nation.)

Rty

Sponsor

PRPRPRRR

 President of the United States

Due Date

Due in CEMVD by 1 October

Memento

Gold medal, citation signed by the President, and a rosette.

Purpose

R B B A B N B i P N B L BB DB P

To give Presidential recognition to an individual whose outstanding achievements have current impact on improved

Government operations or the public interest and exemplify to an exceptional degree, unagmatmn, courage, and
cxceptxonal ability in carrying out the mission of the Government.

Ellglblllty

B

Nommees should have already recewed the Departmem of the Army Decoration for Excepuonal Civilian Service
Award and the Department of Defense D:sungmshed Civilian Service Awards.

Criteria

The importancé of the achievement to the Government and to the public interest should be so outstanding that the

~employee is deserving of greater public recognition than that which can be granted by the Secretary of the Army or
Secretary of Defense.

The achievements upon which a nomination for this award are based should have current impact in improving
Government operations or serving the public interest. They should exemplify one or more of the following qualities:

e Imagination in developing creative solutions to problems in Government.
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Coverage and perseverance against great odds and difficulties.

®  Exceptional ability in accomplishing extraordinary scientific or technological achievement; in providing
outstanding leadership in planning, organizing, or directing a major program of unusual importance and
complexity; or in performing an extraordinary act of credit to the Government and the country.

® Long and distinguished career service. : '

- Nomination Format

Nominaﬁon packages will be typed single-spaced on side of 8 1/2 by 11-inch paper. They will be submitted in original
and eight copies in the format described below. Supporting or technical material may also be submitted as a supplement.
First Page - This will be a brief biographical sketch, in itemized format containing the following information:
Significant educational background
Significant employment record.
- Type of appointment
. Current grade level. .
Second Page - A proposed citation for the signature of the President, 50 to 60 words, in two-paragraph form,
highangible benefits to the Government. ' :

Personal qualities. Give example's of personal qualities of the nominee that made the achievement possible if
these have not been covered already under previous headings.
Other awards received. Include a statement describin,
nominee which support the nomination. : _
- Additional Material. Supporting or technical material may be submitted to supplement the nomination. There is
no limitation on the amount of such material that may be submitted: however, supporting material should be
submitted separately in bound form. : ' :

g any other significant awards or honors received by the

DA Form 1256, Incentive Award Nomination and Approval. Do not abbreviate titles of positions or
organizations. Use complete telephone numbers including area codes. Inclusive dates for the nomination period

should not coincide with the period of time covered by previous recognition for the same type of award (the

Department of Defense (DoD) Distinguished Civilian Service Award and the President’s Award for
Distinguished Federal Civilian Service are exceptions). All data entries should include signatures and dates
where required.

Certification. Equal Employment _Opportunity (EEO) and adverse action certification. (See Figure A-3, this
Appendix.) - ' _ ' .

- (2) Depart

ment of Defense Disinguish

..... ; G
This is the highest award given by the Secretary of Defense to career employees.

Sponsor

ERERRRRRRRR

Secretary of Defense
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Due Date

Duein CEMVD by 30 November

CEMVD will forward through HQUSACE not later than 30 December in order to be received by I-IQDA no later than 30
January. If there are variations in this schedule, they will be a:mou.nced

Memento

Gold Medal, a Rosette, and a Citation signed by the Secretary of Defense.

Purpose

To recognize civilian employees whose careers reflect exceptional devotion to duty and extremely significant
contributions of broad scope to the efficiency, economy, or other improvement in the operations of DoD.

Eligibility

Nominations should be made from among those employees who have been awarded the Decoration for Exceptional
Civilian Service. In those instances in which the contributions or achievements are so outstanding as to warrant
consideration for the DoD award, concurrent nominations may be submitted for both awards.

Nominations for employees about to retire should be extremely rare and highly discouraged.

Nomination Fbr'mat

B B B B A B S B N A B IS AR REEERES

N

Nominations will be prepared in ongmal and eight copies and will contain the information outlined below m the
following order:

Cover 1etter signed by the District Commander.

Endorsements by CEMVD and HQUSACE Commanders- (Thesc will be prepared by CEMVD and HQUSACE))

e DA Form 1256, Incentive Award Nomination and Approval. Do not abbreviate titles of positions or
organizations. Use complete telephone numbers including area codes. Inclusive dates for the nomination
period should not coincide with the period of time covered by previous recognition for the same type of
award (the Department of Defense. (DoD) Distinguished Civilian Service and the President’s Award for

Distinguished Federal Civilian Service are exceptions.) All data entries should include signatures and dates
where required.

Biographical Data. A brief biographical sketch should include the following:
Date and place of birth '

Education and degrees conferred
Significant employment record
Type of appointment

Citation. One paragraph consisting of 50 to 60 words including the name, title, place of employment, and
period of time covered by the award. The citation should highlight the nominee’s specific achievement. Do
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not use abbreviations; spell out United States.

Justification. A summary of achievements and benefits not more than two single-spaced pages, stated in specific
_terms, and including dates of achievement. Be as specific and quantitas

tive as possible.
Previous Awards and Publications. Begin with the current year and list other previous recognition, such as -
honorary awards, Exceptional/Successful Level I performance ratings, performance awards, quality step
~ Increases, or special citations. List publications by title and date, - ' . '
® Certification. Equal Employment Opportllnjty (EEO) and adverse action certification. (See sample at Figure
A-3)" -

Photograph. The nomination package must include a photograph (head and shoulders view, professional
~ attire preferred) to be used in the Secretary of the Army Awards Ceremony program booklet. Five copies of
the photograph are required. ‘

(3) Decoration for E
B

: i PR 22 R S
This is the highest honorary award granted by the Se_cretm_-y of the Army to civilian employees.

xce

Sponsor

Secretary of the Army.

Due Date

Nominations should be submitted within six months a.ﬁef completion of the period to be cited.

When this award is approved, it-may be held for the Secretary of the Army Awards Ceremony. For nominations to be

considered for presentation at the ceremony, they must be submitted to the Army Incentive Awards Board in
sufficient time to be boarded between January and August.

Nominations should indicate the availability of the nominee to attend the Pentagon ceremony, usually held in
November. ' ' '

Generally, individuals scheduled to retire before the date of the ceremony will not be included in the ceremony.

Memento

B b o N P

Gold medal, Iapel button, and a citation certificate.
When granted for bravery a minimum cash award of $1,000 will acoompany the decoration.

Purpose
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Ellglblilty

ERRTERERS SRS

AR W Aeararer

Wlth the exception of nominations for bravery, nominees must have established a demonstrable pattern of excellence and

achievement which normally have been recognized by previous honorary awards up to and mcludmg the Meritorious Civilian
Service Award. _

Criteria

er

B o B N B OB 8 L OO R OSSNSO

El1g1bllxty willbe detemunedby measunng contributions against the following example levcls of actuevemcnt

Accomphshed assigned duties of major program mgm.ﬁcance to DA in such a way as to have been clearly exceptional or
preeminent among all persons who have performed similar duties.

Developed and improved major methods and procedures developed signiﬁcant invenﬁoné or was responsible for

exceptional achievements that effected large-scale savings or were of major significance in adva.ncmg the missions of
DA, DoD, and the Federal Government.

Exhibited great courage and voluntary risk of life in performmg an act resultmg in direct benefit to the Govemment or
its personnel.

Provided outstanding leadership to the administration of major Army programs in terms of highly successful

accomplishment of mission or in the major redirection of objectives or accomphshments to meet unique or emcrgancy
situations.

Nomination Format

B P B e A B B D A P D A ST ERE

o

'I’he nomination format for this awaxd is the same as that shown for the Department of Defense Distinguished Civilian
* Service Award (para 2d(2) page 40) except only one copy of the photograph is required.

(4) Meritorious Civilian Service Award
R

Thxs is the second highest DA honorary award. Ranks directly below the Dccorauon t‘or Exceptional Civilian Service
Award.

Sponsor

Department of A;'my; Approved by HQUSACE Commander:

Due Date

b

Within six months after completion of the period service to be cited and at least 6 weeks prior to the desired
presentation date. (Submitted means approved by the nomination commander on DA Form 1256.)
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Memento -

Medal, lapel button, and a citation certificate.
When this award is granted for bravery a minimum cash award of $750 will accompany the medal.

Purpose

To recognize employees whose service to the Department of the Army warrants such recognition.
Eligibility

A A A 2 BN

Eligibility will be determined by measuring contributions against the following example levels of achievement

Accomplished supervisory or non-supervisory duties in an outstanding manner, setting an example of achievement for others
tofollow. quality of theirwork. : S o o

Demonstrated initiative and skill in devising new and improved equipment, work methods, and procedures, or concerning
inventions, resulting in substantial savings in expenses such as manpower, time, space, materials, or other items of expense, or
improved safety or health of the workforce. _ ' .

Demonstrated leadership in pérforming assigned duties that resulted in improved productivity of the unit.

Rendered professional or public relations service that resulted in considerable favorable publicity in the local area.

Demonstrated courage or competence in an emergency, while performing assigned duties, resulting in direct benefit to the
Government or its personnel. ' '

Nomination Format

The ndxrijnatlon format for this award is the same as that shown for the Department of Defense Distinguished Civilian Service
Award (para 2d(2) this chapter, page 38) except no photographs are required. '

(5) Civilian Awa
T S ey

rd for Humanitarian Se

Sponsor

DA - This award can also be given at MACOM level (see para 2¢(16) this chapter, page 45).
Due Date

R e

Within six months after the act or after the act becomes known to the nominating official.

Memento

R B b P S A AR A

Medal, lapel button and certificate (Civilian Award for

AR

Humanitarian Service, DA Form 5652).
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Succeeding awards will be recognized by issuance of a Laurel Leaf Cluster.

.Plirpose

To recognize humanitarian service.
Eligibility

AR A EXETERETES

T o B NN EB S BN

All approprmtedﬁmd emplcyees U.S. private citizens, and private citizens and governmem officials of foreign nations.

Criteria

AN SRR AN e

This award is for individuals who have distinguished themselves by meritorious direct “hands-on” participation in an act or

operation of a humanitarian nature directed toward an individual or groups of individuals. Documentation must provide
- evidence which substantiates direct participationina humanitarian act or operation.

Nominating Period

Nominations cover a period of service dunng wluch the mdmdual performed significant humamtanan actlons deeds, or
achievements.

Nomination Format

The nomination format for this award is the same as that shown for the Department of Defense Distinguished Civilian Service
Award (para 2d(2) page 38) except no photographs are required.

| (6) Secretary of Army Award for Outstandmg Achlevement in Matenal Acqulsltlon

A maximum of 10 of these awards may be presented yearly

Sponsor

Secmtary of the Army

Due Date

Duein CEMVD by 30 Septémber _
CEMVD will forward through HQUSACE by 30 October to reach HQDANLT 30 November.

Memento

B A B O i 0 L O P

ST

Silver meda.lhon lapel pin, and citation certificate, DA Form 7129 51guedby the Secretﬂ.ry of the Army. The medallion will
accompany the certificate, only when the award is presented as an individual award.
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Purpose

Torecognize high-level échievcment’inproject, material, and special mana

gemént activities, procurement, and production
efforts, and management of research and development,

This award is given for outstanding individual or team conuibutions, by soldiers or civilian employees for timely, efficient, and
economical acquisition of quality supplies and services.
Eligibility

All direct-hire DA employees and soldiers are eligible for consideration.

Criteria

B B L 8 B

o SRLEPETE) P A A

team of no more than ﬁve'persons must have:

Been assigned for duty in a staff or operating function in support of the material acquisition process for at least one year
before the expiration of the period of service to be recognized. :

To be eligible for this award, an individual or

Made a significant contribution to the imprcvcinent of the material écqmsiﬁon process, as mcasﬁred'inpart by:
The complexity of the problem involved and the degree of initiative and originality disi)laydd in solving it.
The relative significance of the accomplishment in hght bf the overall activity mission.

The possibility of direct application or adoption of the contribution by other activities.
The improvement in program management. -

Nominating Period

RS PN saaa, 2

Fiscal Year (1 October through 30 September)

Nomination Format

The nomination format for this award is the same as that shown for the Department of Defense Distinguished Civilian Service
Award (para 2d(2) this chapter, page 38) except no photographs are required.

(7) Superior Civilian Service Award

R

This is the third highest DA honorary award. Ranks directly below the Meritorious Civilian Service Award.

Sponsor

B B P AT S o ST UL EREPEVERETRERRTRTEPES i AR A

Department of the Army; approved by the Division Commander.

This award can be granted by the Division Commander if at major general rank; otherwise the award mustbe approved by
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HQUSACE.I

Due Date

 Within six months after the completion of the act or period to be cited.

Memento

Medal, lapel button, and certificate (Superior Civilian Service Award).
When granted for bravery, a minimum cash award of $500 will accompany the medal.

Eligibility -

Employees who have established a'pattem of excellence, normally recognized thfough the previous receipt of one or more
honorary or monetary performance awards, may be considered for this award.

Nomination Format

The nomination format for this award should be similar to those shown for the DOD Distinguished Civilian Service
Award (para 2d(2) on page 38). '
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(FigureA-1) |
JUSTIFICATION -
MEMPHIS DISTRICT CERTIFICATE OF APPRECIATION

Ms. Madeline Smart, Computer Specialist with XYZ Company, Dayton, Ohio, in the Information Management Office, is
nominated for a Certifi

_ cate of Appreciation for her outstanding service during the period 2 February 1993 to 14 August
1993. ' - ' : o _

During this period, Ms. Smart provided this Office with her expert knowledge in the area of relational data bases. This
allowed for a timely and efficient conversion from the Honeywell Computer environment to the CEAP-1A CYBER
computer environment. She assisted in the areas of creation, optimization, and utilization of relational databases;
specifically, the Division’s Finance and Accounting (F&A) databases. She shared her knowledge of command
languages to help in setting up user-friendly, menu-driven systems for the routine execution of programs and updates
by non-computer-_driented users, and she took the lead in writing the user manual for the F&A system.

‘Ms. Smart’s input and assistance were invaluable to the completion of this project.
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(Figure A-2)
HONORARY AWARDS
CITATION
CERTIFICATE OF APPRECIATION
Presented to _
MADELINE SMART

For the service she provided during the conversion from the Honeywell Computer environment to the Control Data
Corporation Computer System.. Because of Ms. Smart’s expert knowledge of the computer systems, and her
willingness to assist in any way, the conversion was made with minimum disruption and in a timely’ manner. Ms.
Smart's efforts reflect favorably upon her, the District and the U.S. Army Corps of Engineers.
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(Figure A-3)
EEO AND ADVERSE ACTION CERTIFICATION

Nominee’s records have been reviewed and there are no current EEO complaints or personal adverse actions pending against
the nominee, and no past history of adverse findings in EEO complaints or adverse actions based on performance or conduct.

(Signature of nominating Commander or Designee)
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